  WELLINGBOROUGH VOLUNTEER BUREAU LTD
Shire Community Services
Assistant Transport Coordinator
JOB DESCRIPTION
PURPOSE OF THE POST
The purpose of this post is to assist in daily operation of all the services which form part of the Wellingborough Volunteer Bureau. These fully accessible services are for the elderly, disabled and vulnerable in the community, unable to access public or private transport for reasons of disability, financial disadvantage, social and geographical isolation or lack of public services. 
Presently these services comprise:

· Wellibus services, which are the Town and Villager dial-a-ride service, for shopping and social reasons; the Excursions service for days out, and Group Hire.
· A Medical Car Scheme for people to be able to access a full range of health services.

· Shopmobility for people requiring mobility aids to assist them with shopping or to be able to access social functions.

The primary task for the post-holder will be to take daily bookings and schedule those bookings for a range of transport, using a Special Needs Transport software system.  

The post will further require the ability to input and maintain information on members and operations, as well as daily liaison with drivers, volunteers, members, and outside organisations.

The post-holder will work with other members of the team; to arrange and publicise a range of excursions and, in the administration of group hire of the minibuses. 
Working as a key member of a very small team, the post-holder will be expected to assist in a range of different but appropriate duties essential to the successful running of Wellingborough Volunteer Bureau Ltd.  

The post-holder will also provide cover for other members of the team in times of absence.  It is probable that extra hours will be required to be worked during the period of cover.
As with all services provided by WVB and as part of the ethos of the organisation, there are opportunities for the involvement of volunteers in delivery.  Engaging volunteers in the organisation’s work is positively encouraged and the post-holder would be expected to work alongside volunteers in line with the organisation’s good practice principles.
SPECIFIC RESPONSIBILITIES

Administration and system management

· Receiving and recording bookings for dial-a-ride, excursions and hire of minibuses and the medical car service.
· Booking of mobility aids as appropriate
· Producing daily schedules for drivers using the computer software package CATSS.

· Advising passengers of pick up times where necessary  

· Operating membership systems, registering new members and managing renewal processes 

· Handling of booking  and membership fees where necessary

· Entering accurate records and maintaining databases with up to date information
· Operating systems relating to concessionary fares and BSOG 
· Administering procedures relating to fuel purchase, insurances and other necessary procedures as required by law with regard to vehicles and drivers.
· Assisting in the research of excursion destinations and the arrangements for trips

Communication
· Providing a customer focused response to passengers or users of all services

· Liaise with drivers regarding scheduling and other activities
· Liaise with other agencies as necessary 
Monitoring and Reporting
· Recording and retrieval of information on all outputs including registrations, journeys, cancellations and other information required 
· Recording and retrieval of information on income generation and expenditure, such as fuel purchase, concessionary fares and BSOG

· Providing administrative support for procedures for the monitoring of quality of service, for example user surveys 
Promotion and Development
· Actively promote the Wellibus services and contribute to the development of promotional material 

Provide cover for the Job Share Partner
· Provide cover for Job Share Partner during times of absence for sickness or annual leave, within the limits of the role and in conjunction with the Manager of WVB Ltd
Teamwork

All staff working within the Wellingborough Community Transport team will be expected to support one another in the delivery of all services. A working knowledge of all aspects of the organisation, with the exception of finance and management, is therefore, essential.
General responsibilities common to all staff
Accept and work in accordance with all WVB Ltd policies and procedures

Undertake training as required

The post-holder will also be expected to undertake any other tasks at the discretion of the Manager and the Board of Directors.
Person Specification

	Essential
	App. Form
	Int.
	Test

	Knowledge of Wellingborough and the surrounding area. 
	x
	x
	x

	Able to communicate effectively in writing, on the phone and face to face.
	x
	x
	

	Working knowledge of computer software packages: Word, Excel, databases
	x
	
	x

	Ability to accurately record and retrieve a range of information, in a variety of different formats.
	x
	
	x

	Understanding of the needs of the elderly, vulnerable and disabled
	x
	x
	

	Understanding the importance of working as part of a team 
	x
	x
	

	Commitment to working with and on behalf of, diverse groups of people in a way which values and respects their needs. 
	x
	x
	

	Desirable
	
	
	

	Experience or understanding of working with volunteers
	x
	x
	

	An understanding of the issues faced by vulnerable members of society
	x
	x
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